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COURSE DESCRIPTION
Course Title: Arkansas Public Employee Retirement System 

Report
Course Code: APERS
Duration: 1 Day
Hours: 7 Hours
Audience: Agency/CLJ Employee Benefits Management; 

Agency/CLJ Employee Benefits Specialists, Agency HR/FI 
Posting Specialist, State Benefits Plan Administration, State 
Benefits Specialist, State HR/FI Posting Specialist, Agency 
Payroll Systems Management

Prerequisites:
- Basic PC and Microsoft Windows skills
- AOBN – AASIS Overview and Basic Navigation
- HRBEN – Human Resource Benefits Administration
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COURSE OBJECTIVES

Participants will successfully:   
Understand the reconciliation process between 
APERS and AASIS

Reconcile with the APERS report 

Generate various AASIS reports to calculate and 
determine reconciliation validity

Use PA20 (Display HR Master Data) transaction to 
research employee’s eligibility 

Use PA30 (Maintain HR Master Data) to process 
delinquent payments and/or interest payments of 
employer matching contributions
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16 Step Process for APERS Reconciliation

12. Agency Benefit Specialist personnel should terminate 
participation of non-eligible employee. (HRBEN0014)

4. Agency Benefit Specialist personnel will need to enroll the 
employee into the appropriate Retirement Plan. (HRBEN0001)

14.  Verify employee’s earnings, contributions and service
credit. (ZHR_RETI_RECON)

6. Agency Payroll Systems Management personnel must 
process an active employee’s employer matching payment 
amount for delinquent service thru Additional 
Payments/Infotype 0015. (PA30)

15. For employee’s not listed on the APERS report, write 
the employee’s salary amount and service credit on the 
APERS report in red ink.

7. Agency’s Payroll Systems Management personnel must 
process an active employee’s employer interest payment 
amount for delinquent service thru Additional Payment/Infotype 
0015. (PA30)

16. For employee’s listed on the APERS report but are not 
eligible, verify overpayment and write findings on the 
APERS report in red ink. 

8. For employees returning from LWOP, prepare and submit 
the APERS Federal Veterans Re-employment Rights Military 
Service Credit form. 

13. Verify if payments were made on the employee to
APERS for that reporting month. (ZPYR_BVEN_RPT)

5. Agency Benefit Specialist personnel must enter the 
employee’s retirement eligibility date thru Date 
Specification/Infotype 0041. (PA30)

11. If non-eligible employees are found, write your findings 
on the APERS form in red ink.

3. Prepare and submit the APERS Delinquent Service and 
Contribution form.

10. Verify employees that are enrolled in APERS but not 
eligible. (ZDRP)

2. If the eligible employee is not reflected on the report, write
their name on the APERS report in red ink.

9. Agency Payroll Systems Management personnel must 
process the employer matching payment amount thru 
Additional Payments/Infotype 0015. (PA30)

1. Verify employees that are eligible and should be enrolled in 
APERS or ASPRS. (ZHRBEN_PARTELIG)

StepsSteps
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Chapter 1
Verify Retirement Eligibility and Enrollment
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THINGS TO KNOW

• This report will show employees who are eligible but are not currently enrolled 
into any retirement plan.

• To verify employees who are eligible and should be enrolled in APERS
(Arkansas Public Employees Retirement System) or ASPRS (Arkansas State 
Police Retirement System), run the Retirement Enrolled and Eligible Employees 
Report (ZHRBEN_PARTELIG). 

• Before enrolling the employee, check the Work Contract field (Infotype 0001) to 
see if it is correct.

• On this report, employees with a XX in the Retirement Indicator field are not 
eligible to be enrolled into the retirement plan.  If the Second Program grouping 
field is not NOBN or GENB, you will need to verify the Work Contract field.
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THINGS TO KNOW

• To enroll the employee in the appropriate Retirement Plan using HRBEN0001 
(Enrollment), contact your agency’s Benefits Specialist. 

• The employee’s hire date is used to enroll in the appropriate Retirement Plan.  
The hire date must be within the current fiscal year.

• If the hire date extends beyond the current fiscal year, the agency must enroll 
the employee using the beginning date of the current fiscal year.  This will cause 
a retro-calculation of the employer matching for that employee.

• The money will be sent to APERS for the employer matching due, from the 
beginning date of the current fiscal year.  APERS will receive the money in the 
current pay period that the transaction was processed.

• The FI Payroll Posting Report – Retirement Reconciliation will reflect the current 
employer matching amount and the employer matching amount from the retro-
calculation.

• Prepare and submit the APERS Purchase of Delinquent Service and 
Contributions form to them.
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Demonstration

• Retirement Eligible But Not Enrolled Employees Report

Special Transactions & Reports (State of Arkansas) >
Human Resources > Benefits > 

Retirement Enrolled and Eligible Employees
(ZHRBEN_PARTELIG)

Note: The roles that have authorization to generate this report are Agency/CLJ Employee 
Benefits Management, Agency/CLJ Employee Benefits Specialist, Agency HR/FI Posting 
Specialist, State Benefits Plan Administration, State Benefits Specialist, or State HR/FI 
Posting Specialist.

ZHRBEN_PARTELIG
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Retirement Eligible But Not Enrolled Employees Report

1a. Enter transaction 
code 
ZHRBEN_PARTELIG
in the command field 
and press Enter

-OR-

1b. Follow the menu 
path and double click 
on Retirement Enrolled 
and Eligible Employees 
Report.

STEPSSCREEN VIEW

1b

1a

ZHRBEN_PARTELIG
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Retirement Eligible But Not Enrolled Employees Report

4. Enter the Business 
Area to limit search 
(Required for agency roles).

2. To check on a specific 
employee, enter the 
personnel number.

3. Enter Employment 
status, list or exclude.

(0-Withdrawn, 1-Inactive, 2-
Retiree, 3-Active)

STEPSSCREEN VIEW

2

ZHRBEN_PARTELIG

4

3



AASIS Support Center
08/06, Revised to V3.5 15

APERS - Arkansas Public Employee Retirement System

Retirement Eligible But Not Enrolled Employees Report

5. Enter the OPM
Month and Year.

Note: Refer to OPM ’s 
Schedule of Pay periods
for dates.

6. Place a check in the
‘Retirement Indicator 
On’ box in order to view 
employees who are 
Rehire-Retiree or 
DROP.

STEPSSCREEN VIEW

6

5
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Retirement Eligible But Not Enrolled Employees Report

7.  REQUIREDREQUIRED
1st Program 
Grouping must be 
entered.

Note: 1st Program 
Grouping can be 
found on Infotype 
0171.

STEPSSCREEN VIEW

7
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Retirement Eligible But Not Enrolled Employees Report

Optional:  If you want 
to search using other 
options such as 
Personnel Area or Cost 
Center, select the 
Further selection to 
choose the desired 
option. 

Note: The 1st Program 
Grouping is a required 
field and must be filled 
before choosing other 
options under Further 
selections.

STEPSSCREEN VIEW

Optional
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Retirement Eligible But Not Enrolled Employees Report

8. Select the desired 
option.

9. Select the 
‘Choose’ arrow icon 
to place your 
selection from the 
Selection options 
field to the Selection 
fields side.

10. Select ‘Enter’.

STEPSSCREEN VIEW

10

9

8

ZHRBEN_PARTELIG
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11a.  Enter information 
for desired search.  

In this example, 
Personnel area was 
selected.

Note: For all Personnel 
areas for  your agency, 
enter the first 2 letters 
followed by 2 asterisks (**) 
of the agency.
(i.e. FA**)

OR

11b. Select the Multiple 
Selection icon and 
enter each Personnel 
area under ‘Single 
values’.  

STEPS

Retirement Eligible But Not Enrolled Employees Report

SCREEN VIEW

ZHRBEN_PARTELIG

11a

11b
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Retirement Eligible But Not Enrolled Employees Report

12a.  Enter all the 
appropriate 
APERS Benefit 
Plan(s) for your 
agency.

12b. To select 
more than one 
Benefit Plan, select 
the multiple
selection to enter a 
plan.
(i.e. R101, R102) 

STEPSSCREEN VIEW

12a 12b
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Retirement Eligible But Not Enrolled Employees Report

13. List the 
desired Benefit 
Plan codes.

14. Select to 
Execute.

STEPSSCREEN VIEW

13

ZHRBEN_PARTELIG

14
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Retirement Eligible But Not Enrolled Employees Report

15.  Select to 
‘Execute’.

STEPSSCREEN VIEW

ZHRBEN_PARTELIG

15
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Retirement Eligible But Not Enrolled Employees Report

The employees listed in 
the Benefits error 
messages are not eligible 
or should not be enrolled 
in the Benefit Plan that is 
being searched for the 
specified time period.  

These are employees in 
General Benefits (GENB) 
or No Benefits (NOBN) 
program groupings. 

After reviewing the error 
messages, click Continue.

STEPSSCREEN VIEW

11

ZHRBEN_PARTELIG

Note: Research Benefit error 
message to make sure 
information on non-eligible 
employee is correct.
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Retirement Eligible But Not Enrolled Employees Report

An explanation of the headings 
for this report are as follows:

Plan - The Benefit Plan 
selected for the search.  (i.e. 
R101, R102)

Benefit Plan - The agency’s 
plan type.  

PA - This is the employee’s 
Personnel Area.  

This information is found in the 
Organizational Assignment 
(Infotype 0001).

Pers, No. – The employee’s 
personnel number.

Name - This is the 
employee’s name as 
reflected in the system.  
This information is found in 
the Personal Data (Infotype 
0002).

STEPSSCREEN VIEW

ZHRBEN_PARTELIG
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Retirement Eligible But Not Enrolled Employees Report

An explanation of the headings for 
this report are as follows, continued:

1st PG – 1st Program Grouping 
– This is the text of the 
employee’s first Program 
Grouping, (i.e. ASE General –
Arkansas State Employee).  
This information is found in the 
General Benefits Information 
(Infotype 0171).

2PG - 2nd Program Grouping -
This is the text of the 
employee’s second program 
grouping, (i.e. All Benefits).  
This information is found in the 
General Benefits Information 
(Infotype 0171).  The cross 
reference of the 1st and 2nd

Program Groupings places 
every employee into a benefit 
group.  The benefit group 
shares a common set of Benefit 
Plan options and Eligibility 
Criteria in the system.

STEPSSCREEN VIEW

ZHRBEN_PARTELIG
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Retirement Eligible But Not Enrolled Employees Report

An explanation of the headings 
for this report are as follows, 
continued:

General Benefits Start –
This date reflects the 
employee’s eligibility begin
date or the date a change 
was made in employee’s 
benefits.  

This information can be found in 
the General Benefits (Infotype 
0171)

General Benefits End –
This date reflects the 
employee’s eligibility end
date.  

Note: Active infotypes contain 
an end date of 12/31/9999.

STEPSSCREEN VIEW

ZHRBEN_PARTELIG
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An explanation of the headings for 
this report are as follows, continued:

Latest Hire Date – This is the 
most current hire date for the 
employee.

Ret. Ind. – Retirement 
Indicator – Indicated with an 
‘X’, this column reflects a 
DROP action or a Rehired 
Retiree action processed on an 
employee.  

To research,  this information can be 
found in the Action Infotype (0000).  

The code for DROP is Z8
The code for Re-employment of 
Retiree is Z6.

NOTE: Concurrent Employees will 
not be reflected on this report for the 
secondary employer.

STEPSSCREEN VIEW

Retirement Eligible But Not Enrolled Employees Report
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THINGS TO KNOW

• Use transaction PA20 (Display HR Master Data) to display infotypes to research 
employee’s eligibility.
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Demonstration

• Research Employee’s Eligibility for Enrollment in AASIS

Human Resources > Personnel Management > HR Master Data > 
Display
(PA20)

Note: The roles that have authorization to generate this report are Agency/CLJ Employee 
Benefits Management, Agency/CLJ Employee Benefits Specialist, Agency HR/FI Posting 
Specialist, State Benefits Plan Administration, State Benefits Specialist, or State HR/FI 
Posting Specialist.

Research Eligibility
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1a. Enter transaction code 
PA20 in the command field 
and press Enter

-OR-

1b. Follow the menu path 
and double click on 
Display. 

STEPSSCREEN VIEW

PA20

Research an Employee’s Eligibility for Enrollment in APERS 

1a

1b

Research Eligibility
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2. Enter the employee’s 
personnel number in the 
‘Personnel no.’ field.

3. Select the Actions 
Infotype.  

Note: The Actions infotype
displays all actions such as hire 
date, eligibility date, etc.

4. Select the ‘Maintain 
Overview’ icon.

STEPSSCREEN VIEW

Research an Employee’s Eligibility for Enrollment in APERS 

4

3

2

Research Eligibility
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Research an Employee’s Eligibility for Enrollment in APERS

5. View the action type 
history of the employee.  
The agency will need to 
verify if the employee was 
eligible for APERS on the 
day they were hired. 

For example, was the employee 
hired into a full-time regular state 
position or a part-time state 
position? The action type history 
will reflect the employee’s Hire 
date.

6. Select to Exit

STEPSSCREEN VIEW

5

Research Eligibility

6
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7. Select the Organizational 
Assignment Infotype.

The Organizational Assignment
infotype reflects the EE group, EE 
subgroup, Personnel area and 
Contract field which determines the 
2nd program grouping found in the 
General Benefits Information 
infotype. 

8. Select the ‘Display’ icon.

NOTE: If the EE group or EE 
subgroup need to be corrected, 
contact OPM/Class & Comp. 

If the Personnel area and Contract 
field need to be corrected, contact 
your agency’s Personnel 
Management or Personnel 
Specialist.

STEPSSCREEN VIEW

Research an Employee’s Eligibility for Enrollment in APERS

8

7

Research Eligibility
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Research an Employee’s Eligibility for Enrollment in APERS

9. View the EE group field for the following:  
• 1 = Regular State
• 7 = Extra/Seasonal
• 8 = Supplemental Pos.
• 9 = State Contract Employee

The EE Subgroup further defines the type of 
employee.
If the EE group field needs to be corrected, contact 
OPM/Class & Compensation.

10. View the Contract field for the following:

0-19 Hours = These employees work 19 hours or 
less a week and are not eligible for any benefits.

1000 Hours/Year = These are full-time 
employees who are eligible for all benefits.

80+HR/MO, 3MO = These employees work 80 
hours or more a month for 90 consecutive days or 
more and are eligible for retirement only.

<80+HR/MO, 3MO = These employees work less 
than 80 hours a month for 3 months or less and are 
not eligible for any benefits.

STEPSSCREEN VIEW

9

10

Research Eligibility
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Research an Employee’s Eligibility for Enrollment in APERS

10cont. View the Contract field for the following, 
continued:

DROP 1000 Hrs Yr - Employees enrolled in 
Deferred Retirement Option Plan that works 1000 
or more hours per year.

RehirRet 1000 Hrs Yr - Employee is retired in 
the same Retirement Plan of the hiring agency 
and working 1000 or more hours per year.  

Note: The above employees are eligible for 
enrollment in Health and Life Plans but not for 
Retirement Benefits.
________________________________________
DROP<20 Hrs Wk - Employee enrolled in 
Deferred Retirement Option Plan that works less 
than 20 hours per week.

RehirRet < 20 Hrs Wk - Employee is retired in 
the same retirement plan of the hiring agency and 
working less than 20 hours per week. 

Note: The above employees are not eligible for 
any Benefits.

STEPSSCREEN VIEW

10

Research Eligibility

11
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12. Select the Benefits tab.

13. Select the General Benefits 
Information infotype.

The General Benefits Information infotype is 
created in the background using information from 
the Organizational Assignment infotype when an 
employee is hired, transferred, promoted, or 
demoted.  

14. Select the ‘Display’ icon.

Note: If the EE group or EE subgroup need to be 
corrected, contact OPM/Class & Comp. 

If the Personnel area and Contract field need to 
be corrected, contact your agency’s Personnel 
Management or Personnel Specialist.

STEPSSCREEN VIEW

Research an Employee’s Eligibility for Enrollment in APERS 

14

12

13

Research Eligibility
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Research an Employee’s Eligibility for Enrollment in APERS 

16. Click back arrow.

15. View the 2nd Program grouping
field for the following information:

ALB9 - All Benefits-AOC
(Administrative Office of the Courts)

ALLB - All Benefits
(Regular state employee)

GENB - General Benefits Eligible. 
Employee is eligible for health and
life benefits, but not retirement

NOBN - No Benefits

RETI - Retirement Only
If the 2nd Program grouping
information needs to be corrected,
contact EBD.

STEPSSCREEN VIEW

15

Research Eligibility

16
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17. Select the Savings Plan 
infotype.  

The Savings Plan infotype will 
have a green check mark to the 
right if the employee is enrolled 
in a Retirement Plan and/or a 
Deferred Compensation Plan.

STEPSSCREEN VIEW

Research an Employee’s Eligibility for Enrollment in APERS 

17

Research Eligibility
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Research an Employee’s Eligibility for Enrollment in APERS

In this example, the employee 
was never enrolled in a 
Retirement Plan or Deferred 
Compensation Plan.  The 
employee was eligible to be 
enrolled in APERS on their Hire 
date of 06/23/03 because the 
Contract field reflected 1000 
Hours/Years and the General 
Benefits Information infotype
reflected ALLB.

STEPSSCREEN VIEW

Research Eligibility
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Research an Employee’s Eligibility for Enrollment in APERS 

In this example, the employee 
was enrolled in a Retirement 
Plan.

STEPSSCREEN VIEW

Research Eligibility
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In this same example, Verify 
that the Start and End date are 
correct. 

STEPSSCREEN VIEW

Research an Employee’s Eligibility for Enrollment in APERS 

Research Eligibility
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THINGS TO KNOW

• The agency’s Personnel Administrator must enter the employee’s correct 
retirement eligibility date through transaction PA30 (Maintain HR Master Data) 
on the Date Specification Infotype 0041 when the employee should have been 
enrolled in APERS in a previous fiscal year. 
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Demonstration

• Enter Retirement Eligibility Date in Date Specification Infotype
0041

Human Resources > Personnel Management > Administration > 
HR Master Data > Maintain

(PA30)

Note:  The role that has authorization to process this transaction is the Agency/CLJ Benefits Specialist.  

PA30
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Enter Retirement Eligibility Date in 
Date Specification Infotype 0041

1a. Enter transaction code 
PA30 in the command field 
and press Enter

-OR-

1b. Optional - Follow the 
menu path and double click 
on Maintain. 

STEPSSCREEN VIEW

1b

1a
PA30

PA30



AASIS Support Center
08/06, Revised to V3.5 45

APERS - Arkansas Public Employee Retirement System

2. Enter the employee’s 
personnel number.

3. Select the ‘Additional 
Employee’ Data tab.

4a. Select the Date 
Specifications infotype. 

-OR-
4b. Optional - Enter the 
Date Specifications 
infotype number 0041 in 
the infotype field.

5. Select ‘Copy’.

STEPSSCREEN VIEW

Enter Retirement Eligibility Date in 
Date Specification Infotype 0041

4a

3

2

4b

0041

PA30

5
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Enter Retirement Eligibility Date in 
Date Specification Infotype 0041

6. Enter a date in the 
current pay period.

7. In an empty Date type 
field, click on the drop-
down icon.

STEPSSCREEN VIEW

7

6

PA30
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8. Double click on 
‘Retirement Elig Date’ 
from the list.

STEPSSCREEN VIEW

Enter Retirement Eligibility Date in 
Date Specification Infotype 0041

8

PA30
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Enter Retirement Eligibility Date in 
Date Specification Infotype 0041

9. Enter the employee’s 
retirement eligibility date.

10. Select ‘Enter’ twice.
After clicking Enter the 

first time, the message, 
“Record valid from (date) to 
(date) delimited at end” will 
appear.  When clicking 
Enter the second time, the 
message, “Save your 
entries” will appear.

11. Select ‘Save’.

STEPSSCREEN VIEW

1110

9

PA30
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THINGS TO KNOW
• To verify employees that are enrolled in APERS but are not eligible due to 

termination, retirement or in the DROP, run the Employees Enrolled in APERS 
Plan Who Aren’t Eligible Report (ZDRP).

• It is recommended that this report be run before payroll is processed.
• This report will reflect employees who have had a Personnel Action processed 

in AASIS for Termination, Retirement, DROP or Terminate Concurrent 
Employment and who are currently enrolled in an APERS Plan.

• If an employee is reflected on the ZDRP report as being enrolled in APERS but 
is not eligible due to the employee being enrolled in DROP, terminated, etc., find 
the employee‘ name on the APERS report and write your findings on the APERS 
form.

• To terminate participation of an employee in APERS through transaction 
HRBEN0014 (Termination of Plan Participation) contact your agency’s Benefits 
Specialist. 

• The employee’s last day of eligibility for the Plan is used to terminate 
participation.  The termination date must be within the current fiscal year.
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THINGS TO KNOW

• If the termination date extends beyond the current fiscal year, the agency must 
end the APERS Plan using the beginning date of the current fiscal year. This will 
cause a retro-calculation of the employer matching for that employee back to the 
beginning of the current fiscal year.

• The APERS Plan should be ended with the beginning date of the current fiscal 
year when the employee’s last day of eligibility for the Plan is in a closed fiscal 
year.

• Contact APERS if a refund is due to the Agency for the closed fiscal year.
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Demonstration

• Employees Enrolled in the APERS Plan Who Aren’t Eligible Report

Transaction 
(ZDRP) 

Note: The roles that have authorization to generate this report are Agency/CLJ 
Employee Benefits Management, State/Agency/CLJ Employee Benefits Specialist, 
State Benefits Plan Administration, State Benefits Plan Management.

ZDRP
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Employees Enrolled in APERS Plan
Who Aren’t Eligible Report

1. Enter transaction code 
ZDRP in the command field 
and press Enter. 

Note: You may want to 
add the transaction code to 
your favorites.

STEPSSCREEN VIEW

1

ZDRP
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2. Select ‘Today’.

3. Select ‘Further 
Selections’ to run the report 
with other options, such as 
Business area or Personnel 
area (s).

STEPSSCREEN VIEW

3

2

Employees Enrolled in APERS Plan
Who Aren’t Eligible Report

ZDRP
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Employees Enrolled in APERS Plan
Who Aren’t Eligible Report

4. Select an option from the 
listing. 

5. Select the Choose 
button.

6. Select Enter.

STEPSSCREEN VIEW

6

5

4

ZDRP
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7. Enter Selection criteria.  

8. Select to Execute.

STEPSSCREEN VIEW

Employees Enrolled in APERS Plan
Who Aren’t Eligible Report

7

8

ZDRP
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Employees Enrolled in APERS Plan
Who Aren’t Eligible Report

View the employees listed.  These 
employee’s records reflect that a Personnel 
Action for Termination; Retirement; DROP; 
or Terminate Concurrent Employment has 
been processed.  However, their APERS 
Plan has not been ended.

Verify whether the employees listed have had 
their other Benefit Plans ended.

Refer to the Glossary of Headings located on 
the next page. 

Use Transaction code HRBEN0014 to end the 
employee’s APERS and other Benefit Plan 
records.  

If the Plan(s) should have been ended in a 
closed fiscal year, use the beginning of current 
payroll fiscal year as the termination date.

If the Plan(s) should have ended this fiscal year, 
use the last active day of the employee’s 
employment as the termination date

STEPSSCREEN VIEW

ZDRP
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Glossary of Headings
for 

Employees Enrolled in 
APERS Plan Who Aren’t Eligible Report

• BUS AREA: The Business Area of the employee.
• PERSNL AREA: The Personnel Area of the employee.
• PERNR: The Employee’s Personnel number.
• NAME: The Employee’s name.
• ACTION: The Personnel Action that was processed on the employee.  Listed 

below are the Personnel Action codes that may be reflected on the report:

• Z5 = Termination
• Z7 = Retirement
• Z8 = DROP
• Z0 = Terminate Concurrent Employment

• DATE: The Start date of the Personnel Action.
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Chapter 2
Verify Employee Earnings, Service Credit and Employers 

Contribution Amounts
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THINGS TO KNOW

• The FI Payroll Posting Report – Retirement Reconciliation  
(ZHR_RETI_RECON) is used to verify employee’s earnings, employer’s 
contributions and employee’s service credit.

• Employees whose retirement plan have ended due to a DROP action or Rehired 
Retiree status, will not show up on this report.  However, if the retirement plan is 
still active, the employee will be listed.

• Extra-help employees not enrolled in APERS are excluded from this report.
• For employees not listed on the APERS report, write the employee’s salary 

amount and service credit by the employee’s name on the APERS report in red 
ink. Contact your Agency Benefits Specialist to enroll the employee in the 
appropriate Retirement Plan.  Be sure to prepare and submit the APERS 
Purchase of Delinquent Service and Contributions form.

• For employees listed on the APERS report but are not eligible, verify the 
overpayment and indicate on the APERS report in red ink.  Contact your 
Agency Benefits Specialist to have employee’s Retirement Plan terminated.

• Contact APERS for a refund of an overpayment in a closed fiscal year.
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Demonstration

• FI Payroll Posting Report-Retirement Reconciliation

Special Transactions & Reports (State of Arkansas) > Human 
Resources > Benefits > Retirement Reconciliation

(ZHR_RETI_RECON)

Note: The roles that have authorization to generate this report are Agency/CLJ 
Employee Benefits Management, Agency/CLJ Employee Benefits Specialist, Agency 
HR/FI Posting Specialist, State Benefits Plan Administration, State Benefits Specialist, or 
State HR/FI Posting Specialist.

ZHR_RETI_RECON
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1a. Enter transaction code 
ZHR_RETI_RECON in the 
command field and press 
Enter

-OR-
1b. Follow the menu path 
and double click on 
Retirement Reconciliation. 

Note: Prior to 11/20/01, 
the Retirement Expense 
posted to the G/L account 
#5010006000.  
On 11/20/01, the 
Retirement Expense began 
posting to the G/L account 
#5010007000.  
Employee’s earnings can 
be accessed beginning 
6/24/01.

STEPSSCREEN VIEW

FI Payroll Posting Report – Retirement Reconciliation

1b

1a

ZHR_RETI_RECON
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SCREEN VIEW STEPS

2. Click on the ‘Get 
variant’ icon.

FI Payroll Posting Report – Retirement Reconciliation

2

ZHR_RETI_RECON
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FI Payroll Posting Report – Retirement Reconciliation

3.  Delete the name in 
the field for ‘Created by’.

4.  Click icon to Execute.

STEPSSCREEN VIEW

3

4

ZHR_RETI_RECON
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5.  Double click on the 
variant name “RECON.” 

STEPSSCREEN VIEW

FI Payroll Posting Report – Retirement Reconciliation

5

ZHR_RETI_RECON
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6. Enter the OPM reporting 
month (i.e. December is 12.)

7. Enter the OPM reporting 
year.

Note: The field for OPM Time 
Month and Time Year must be 
completed, otherwise the report 
will not reflect any data.

The combination of the OPM 
Time Month and OPM Time 
Year will provide the total 
number of hours the employee 
was paid for the reporting 
month.  The total number of 
hours can be compared to the 
service credits reported on the 
APERS report.

8. Enter the agency’s Business 
Area.

STEPSSCREEN VIEW

FI Payroll Posting Report – Retirement Reconciliation

ZHR_RETI_RECON

6
7

8
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FI Payroll Posting Report – Retirement Reconciliation

Note: For Teacher 
Retirement (ATRS or 
ATRS Drop) place a 
check in the box to 
generate the report.

STEPSSCREEN VIEW
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FI Payroll Posting Report – Retirement Reconciliation

9.  Select Enter. This will 
automatically populate the 
beginning and ending dates for 
the OPM reporting month and 
year entered.

10. Select Execute.

Note: The automatic date fill 
does not apply if ATRS or 
ATRS Drop is selected.  (See 
page 63.)

STEPSSCREEN VIEW

9

ZHR_RETI_RECON

10
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FI Payroll Posting Report – Retirement Reconciliation

Note: To run this report 
using specific dates, 
place an X in the Auto-
Fill Off box.  

This will prevent the 
Document posting date  
fields from being 
automatically filled and 
will have to be entered 
manually.

STEPSSCREEN VIEW

If an X is placed in the Auto Fill Off
box, beginning and ending dates 

must be manually entered.
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12. Scroll over to find 
the ‘SSN’ column, 
click to highlight.

13. Click on the ‘Sort 
in Ascending Order’ 
icon.

STEPSSCREEN VIEW

FI Payroll Posting Report – Retirement Reconciliation

13

12

ZHR_RETI_RECON
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FI Payroll Posting Report – Retirement Reconciliation

14. Select the 
‘Earnings’ column for 
the first Amount 
(Employee Earnings).

15. Select the ‘Total’ 
icon.

Note: In the ‘Earnings’ 
column, a negative 
amount represents a 
reduction in payroll due 
to a retro-calculation or 
a reversal.  

All negative retro-
calculation amounts 
should be researched 
for changes to an 
employee’s earnings 
and/or employer 
matching.  Report the 
changes to APERS for 
the reporting month 
involved.

STEPSSCREEN VIEW

15

14

ZHR_RETI_RECON
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FI Payroll Posting Report – Retirement Reconciliation

Note: A pay 
period that reflects 
an increased 
employee 
earnings amount 
will need to be 
researched.  A 
possible retro-
calculation for an 
underpayment 
from a previous 
pay period may 
have occurred.

If the increase is 
for an 
underpayment 
from a previous 
pay period, you 
will need to report 
the findings to 
APERS.

STEPSSCREEN VIEW

ZHR_RETI_RECON
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16. Click on the 
‘Matching’ column  
for the second 
Amount (Employer 
APERS Matching).

17. Select the ‘Total’ 
icon.

STEPSSCREEN VIEW

FI Payroll Posting Report – Retirement Reconciliation

17

16

ZHR_RETI_RECON
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FI Payroll Posting Report – Retirement Reconciliation

18. Verify the total sum for 
Employee Earnings and Employer 
Matching.

Verify that the employer matching is 
12.54% (current percentage) of the 
employee earnings.  If it is not, go to the 
next step to subtotal each employee’s 
earnings and employer matching 
amounts.  Then review the subtotals for 
differences.

If the FI Payroll Posting – Retirement 
Reconciliation employee earnings and 
the APERS monthly employee earnings 
match, then compare the service credit 
from the APERS monthly report to the 
number of hours earned on the FI 
Payroll Posting-Retirement 
Reconciliation report.

If the earnings from both reports do not 
match, go to the next step to subtotal.  
Compare the subtotals from the FI 
Payroll Posting-Retirement 
Reconciliation report and the APERS 
report.  Research any retro-calculations.

STEPSSCREEN VIEW

18

ZHR_RETI_RECON

18
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19. Select the ‘SSN’ 
column to highlight.

20. Select the ‘subtotals’ 
icon.

Note: Earnings 
reported on off-cycle 
payrolls will not be 
reflected in the APERS 
monthly report.  These 
amounts will appear on 
FI Payroll Posting 
Report – Retirement 
Reconciliation and can 
be identified by looking 
at posting date.

STEPSSCREEN VIEW

FI Payroll Posting Report – Retirement Reconciliation

20

19

ZHR_RETI_RECON
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FI Payroll Posting Report – Retirement Reconciliation

21. View the subtotals for 
the employee’s earnings 
and the employer APERS 
matching.

If an employee transferred in 
the middle of a pay period 
(same Retirement Plan), the 
receiving agency would have 
been reflected on the interface 
with all the employee’s service 
credit, employee earnings, and 
employer contribution for that 
reporting month.

Corrections to the APERS 
report would need to be made 
by both the receiving agency 
and the agency the employee 
transferred from.  The FI 
Payroll Posting Report-
Retirement Reconciliation will 
reflect the correct employee 
earnings and employer 
contribution for both agencies.  
Therefore, the Retirement 
Reconciliation report can be 
used to correct the APERS 
report.

STEPSSCREEN VIEW

21

21

ZHR_RETI_RECON
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FI Payroll Posting Report – Retirement Reconciliation

The ‘Contribution’ column 
reflects the Employee’s 
contribution for APERS 
Retirement.  

The negative symbol is 
used to reflect that the 
amounts are considered 
payable in the G/L account.

STEPSSCREEN VIEW

ZHR_RETI_RECON



AASIS Support Center
08/06, Revised to V3.5 77

APERS - Arkansas Public Employee Retirement System

*To collapse 
lines so that one line 
per employee is 
reflected, scroll to the 
bottom of the report 
and click the icon 
located on the left. 

To undo, click icon 
again.

STEPSSCREEN VIEW

FI Payroll Posting Report – Retirement Reconciliation

*

ZHR_RETI_RECON
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FI Payroll Posting Report – Retirement Reconciliation

22. To verify service credits reflected on 
the APERS monthly report, compare the 
employee’s hours reflected in the Number 
column.  The breakdown of the APERS 
service credits are listed below:

4 = 80 hours or more
3 = 79 hours or less 
2 = 59 hours or less
1 = 39 hours or less
0 = 19 hours or less

STEPSSCREEN VIEW

22

ZHR_RETI_RECON

APERS Hours



AASIS Support Center
08/06, Revised to V3.5 79

APERS - Arkansas Public Employee Retirement System

FI Payroll Posting Report – Retirement Reconciliation

23. To move a column, left click on column 
heading and hold, when box appears with a 
red line, drag to desired column.
Note: Concurrent employees will not be 
reflected on the Retirement Enrolled and 
Eligible Employees report for the secondary 
employer.  Also, for the secondary 
employer, concurrent employees will not be 
reflected on the agency’s monthly APERS 
report.
Therefore, the secondary employer must 
write the employee’s name, earnings and 
service credit in red ink on the APERS 
report and send it to them.  The agency can 
get the employee’s earnings and service 
credit information for their agency by running 
the FI Payroll Posting Report – Retirement 
Reconciliation.

The APERS report reflects all earnings for 
concurrent employees on the primary 
employees report.  The primary employer 
must adjust the employee’s earnings and 
service credit in red ink on the APERS 
report and send it to them.  The primary 
employer can get the employee’s earnings 
and service credit information for their 
agency by running the FI Payroll Posting 
Report – Retirement Reconciliation.

STEPSSCREEN VIEW

23

ZHR_RETI_RECON
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FI Payroll Posting Report – Retirement Reconciliation

• Year: The state fiscal year.
• Posting Date: The Posting Date represents the date the Office of Accounting processes the FI posting of the payroll 

results.  Viewing the posting dates is the easiest way to identify an off-cycle payment for an employee.
• Run number: This number refers to the FI Payroll posting run number.
• St.: This is the posting run status.  50 is for posted and 63 is for reversal.
• Posting doc.: This is the HR Payroll Posting document number.
• St.: This second st is the posting document status.  20 is for released document ready for posting and 25 is for released 

reversal ready for posting.  The posting document status corresponds with the posting run status.
• Line number: This is the document line number.
• BusA : This is the agency’s business area.
• Cost Center: The cost center for real posting for funds and funds center.  
• WBS elem: This is the WBS element for projects and grants reporting.
• Work Center: This column is only used by the Dept. of Health.
• Order: This is the Internal Order usually used by agencies to report programs.
• WT: The wage types that are posted are reflected here.  Please refer to Attachment A for a complete listing of the wage 

types involved with this report.
• Pers.No.: This is the employee’s personnel number.
• SSN: This is the employee’s social security number.
• Name of employee or applicant: The employee’s name.
• Earnings: The first amount reflects the employee’s earnings.
• Matching: The second amount reflects the employer’s APERS matching.
• Funds Center: This is the funds center or appropriation that the transaction was paid out of.
• Fund: This is the fund that this transaction was paid out of.
• G/L acc: The general ledger accounts are numbers which tell what the money was spent for.  
• Commitment item: There is only one commitment item for each general ledger account.  The general ledger accounts 

and corresponding commitment items used in this report are listed on the following page.
• Number: This is the total number of hours for employee in the reporting month.  This number includes compensation 

hours.
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G/L Account and Commitment Item

501:00:0303 Retirement Expense5010007000

501:00:0303 Benefits and Insurance Expense5010006000

501:00:0707 Supplement Emergency Salaries 5010004000

501:00:0606 Overtime Salaries5010003000

501:00:0101 Extra Help Salaries5010002000

501:00:0000 Regular Salaries5010001000

Commitment ItemDescriptionG/L Acct
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Chapter 3
Verify Employer Contribution Payments to APERS 
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THINGS TO KNOW

• The Payroll B-Vendor Reconciliation Report provides you with the vendor’s 
warrant date, name and amount that was paid for the pay period.

• This report also provides the employee’s name, personnel number and social 
security number as well as the wage type that was included in the warrant 
amount. 
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Demonstration

• Payroll B-Vendor Reconciliation Report

Transaction 
(ZPYR_BVEN_RPT)

Note: The roles that have authorization to generate this report are Agency HR/FI Posting 
Specialist, STATE HR/FI Posting Specialist or STATE Benefits Plan Management.

ZPYR_BVEN_RPT
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1. Enter transaction code 
ZPYR_BVEN_RPT in the 
command field and press 
Enter.

STEPSSCREEN VIEW

Payroll B-Vendor Reconciliation Report

ZPYR_BVEN_RPT

1



AASIS Support Center
08/06, Revised to V3.5 86

APERS - Arkansas Public Employee Retirement System

SCREEN VIEW STEPS

2. Select the “Payroll 
period” button.

Payroll B-Vendor Reconciliation Report

2

ZPYR_BVEN_RPT
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SCREEN VIEW STEPS

3. Enter Payroll area “11” 
for bi-weekly or “12” for 
semi-monthly.

4. Select the “Other 
period” radio button.  
Enter the payroll period 
number and year.

Optional: To run this 
report for a specific 
personnel number (s), 
enter the personnel 
number(s) in the 
personnel number field.

Payroll B-Vendor Reconciliation Report

3

ZPYR_BVEN_RPT

4
Optional
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SCREEN VIEW STEPS

5. Enter the agency’s Business 
Area. 

*Note: Other search 
selections are available in 
“Further selections”.  

For STATE roles only: The 
Business Areas are not 
required when running this 
report for a vendor payment for 
the state. 

6. Enter the B-Vendor Code or 
range of B-Vendor codes.  A 
capital letter MUST be entered 
with the number i.e. B25 is a 
vendor number for APERS.

OR
Skip this step and go to the 
next step to enter a wage type.

Payroll B-Vendor Reconciliation Report

ZPYR_BVEN_RPT

6

*Note

5
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SCREEN VIEW STEPS

7. Select the radio button 
for “Wage type”.

Optional: To run the 
report by the posted wage 
type, enter the wage type 
number or select from the 
drop-down list; i.e. 2507 is 
the posted wage type for 
AFLAC Cancer; 9339 is 
the posted wage type for 
APERS Non-Contributory.  
A range of wage types 
can also be entered. 

8. Keep the default 
checked box for 
“Detailed/Totals view: EE 
data”.

9. Select Execute.

Payroll B-Vendor Reconciliation Report

ZPYR_BVEN_RPT

8

7

9

Optional
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SCREEN VIEW STEPS

An explanation of the 
headings for this report 
are as follows:

•Agency: The agency’s 
business area

•Vendor: The B-Vendor’s 
code

•Wage-Type: The wage types  
posted

•Employee - Name: The 
employee’s name included in 
the warrant payment

•SSN: The employee’s social 
security number.

•Persnl-Nbr.: The employee’s 
personnel number.

Payroll B-Vendor Reconciliation Report

ZPYR_BVEN_RPT
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SCREEN VIEW STEPS

An explanation of the 
headings for this report 
are as follows, continued:

•Empl-Status: The 
employee’s employment 
status.  3=active; 0=withdrawn

•For- period: The OPM 
payroll pay period in which the 
vendor expense should have 
been paid.  This field will 
reflect a retro-calculation for 
the pay period in which the 
vendor expense should have 
been paid.

•Amount: The employer’s 
APERS matching.

Payroll B-Vendor Reconciliation Report

ZPYR_BVEN_RPT
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Payroll B-Vendor Reconciliation Report

SCREEN VIEW STEPS

Note: To download this 
report to a spreadsheet or 
a word document, you 
must do the following 
steps.
10. Select the back arrow

ZPYR_BVEN_RPT

10
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Payroll B-Vendor Reconciliation Report

SCREEN VIEW STEPS

11. Select the drop-down 
list button at the 
‘Download Output File’ 
field.

ZPYR_BVEN_RPT

11
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Payroll B-Vendor Reconciliation Report

SCREEN VIEW STEPS

12. In the ‘Field name’ 
field, type the name you 
desire to save the file.

13. Choose the location 
you desire to store the file. 

ZPYR_BVEN_RPT

13

12
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Payroll B-Vendor Reconciliation Report

SCREEN VIEW STEPS

14. Select the Open icon.

ZPYR_BVEN_RPT

14
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Payroll B-Vendor Reconciliation Report

SCREEN VIEW STEPS

15. Select to execute.  

Note: You must execute
the report for the report to
download to the specified
location.

ZPYR_BVEN_RPT

15
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Payroll B-Vendor Reconciliation Report

SCREEN VIEW STEPS

Note: Once your report 
has downloaded, you 
should be able to go to the 
location you’ve chosen 
and view your report.

ZPYR_BVEN_RPT
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Payroll B-Vendor Reconciliation Report

SCREEN VIEW STEPS

DISPLAY PURPOSES 
ONLY

16.  Double-click the file to 
open.

ZPYR_BVEN_RPT
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Payroll B-Vendor Reconciliation Report

SCREEN VIEW STEPS

DISPLAY PURPOSES 
ONLY

17. A pop-up box should 
appear.  Choose ‘Select 
the program from a list’ to 
choose what program you 
want to open your file.

18. Choose OK

ZPYR_BVEN_RPT
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Payroll B-Vendor Reconciliation Report

SCREEN VIEW STEPS

DISPLAY PURPOSES 
ONLY

19. Choose the 
appropriate program to 
open the file.

20. Choose OK

ZPYR_BVEN_RPT
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Payroll B-Vendor Reconciliation Report

SCREEN VIEW STEPS

DISPLAY PURPOSES 
ONLY

Report should download 
for your review.

ZPYR_BVEN_RPT
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THINGS TO KNOW

• The Display Actual Cost Line Items of Agency’s Cost Element for Retirement 
Expense Report (KSB1)  is used to verify the actual monies deposited by the 
agency to the Retirement Expense cost element which is 5010007000.

• If Agencies are reconciling the APERS report prior to May, 2002, you will need 
to use the KSB1 report to verify amounts for the Retirement Expense cost 
element.

• The FI Display All role has authorization to run this report.  However, you will 
need the HR/FI Posting Specialist role to drill down into the report.

• Retro-calculations can be verified by looking at the Posting Date.
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Demonstration

• Display Actual Cost Line Items of Agency’s Cost Element for 
Retirement Expense

Transaction
(KSB1)

The role that has authorization to process this transaction is the FI Display All.  

KSB1
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Display Actual Cost Line Items of Agency’s 
Cost Element for Retirement Expense

1. Enter transaction code 
KSB1 in the command field 
and press enter.

STEPSSCREEN VIEW

1

KSB1
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2. Enter Agency Business Area
in the Cost Center Group field.

3. Enter 5010007000 in the Cost 
Element; this is the GL account 
number for Retirement Expense.

4. Enter the ‘day after’ the last 
receive warrant date from the 
previous pay period of the 
previous reporting month (i.e. for 
the bi-weekly reporting month of 
October 2004, enter 09/18/04).

5. Enter the last receive warrant 
date of the OPM reporting month, 
(i.e. for the bi-weekly reporting 
month of October 2004, enter 
10/29/04.

Refer to OPM’s Schedule of Pay 
periods for dates used in steps 4 and 
5.  The reason you enter the dates as 
indicated above, is to capture any off-
cycles that were run for the reporting 
month being researched.

STEPSSCREEN VIEW

Display Actual Cost Line Items of Agency’s 
Cost Element for Retirement Expense
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Display Actual Cost Line Items of Agency’s 
Cost Element for Retirement Expense

6. Enter /0516KSB1
(Deposit posting) or select 
from the drop-down listing.

7.  Execute

STEPSSCREEN VIEW

6

KSB1

7



AASIS Support Center
08/06, Revised to V3.5 107

APERS - Arkansas Public Employee Retirement System

8. To drill down, double 
click on the retirement 
expense amount.

Payments to Retirement 
Expense for pay periods 
20, 21 & 22 are reflected in 
the  ‘Val. In rep. cur.’ field 
(value in report currency).  

To determine off-cycle 
payments, refer to the 
posting date column.

To verify the employee 
name(s) included in the 
payment, the role of HR/FI 
Posting Specialist is 
needed to drill down into 
the report.

STEPSSCREEN VIEW

Display Actual Cost Line Items of Agency’s 
Cost Element for Retirement Expense

8
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Display Actual Cost Line Items of Agency’s 
Cost Element for Retirement Expense

9. Check in the box next to 
the Retirement Expense.

10. Select the ‘Choose’ 
icon.

STEPSSCREEN VIEW

10

9

KSB1
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11. Scroll over to view 
Wage Type and 
Amount.

Please refer to the 
Glossary of Headings
for this report located 
at the end of this 
demonstration.

STEPSSCREEN VIEW

Display Actual Cost Line Items of Agency’s 
Cost Element for Retirement Expense
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Display Actual Cost Line Items of Agency’s 
Cost Element for Retirement Expense

12. View the amount of 
Retirement Expense for 
each employee for a 
particular pay period.  

13. To change the display 
of the report, select 
Change Layout.

STEPSSCREEN VIEW

13
12

KSB1



AASIS Support Center
08/06, Revised to V3.5 111

APERS - Arkansas Public Employee Retirement System

14a. Select ‘In-period f. 
payroll’.

14b. Select ‘For-period 
payroll’.

15. Select ‘Show selected 
fields'.

16. Select ‘Copy’.

You may want to add 
other fields for display.  The 
main reason for adding the 
In-period and the For-
period fields are to help 
identify retro-calculations.

STEPSSCREEN VIEW

Display Actual Cost Line Items of Agency’s 
Cost Element for Retirement Expense

16

15

14b

14a

KSB1



AASIS Support Center
08/06, Revised to V3.5 112

APERS - Arkansas Public Employee Retirement System

Display Actual Cost Line Items of Agency’s 
Cost Element for Retirement Expense

View the In-period and 
the For-period columns to 
help identify any retro-
calculations.

17. To save the change 
layout (or display), select 
Save Layout.

STEPSSCREEN VIEW

17
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18. Enter the name of the 
Layout.
19. Click in the box for 
User-specific.
20. Enter a description of 
the Layout.
21. Select Save.

**Note: To retrieve your 
saved Layout the next 
time you run this report, 
click on the Select Layout 
icon**.  Then click on the 
layout you created.

STEPSSCREEN VIEW

Display Actual Cost Line Items of Agency’s 
Cost Element for Retirement Expense

21

20

1918

**

KSB1



AASIS Support Center
08/06, Revised to V3.5 114

APERS - Arkansas Public Employee Retirement System

Display Actual Cost Line Items of Agency’s 
Cost Element for Retirement Expense

22. To drill down to the 
payroll results, double click 
on the Employee’s 
Personnel Number.

STEPSSCREEN VIEW

001

22

00234 Victor Newman
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23. View the Employer’s 
Retirement matching.

The employer’s 
retirement matching 
amount can be compared 
to what the APERS 
report reflects.

To verify the pay 
period of a retro-
calculation, refer to the 
In-period information 
column and the For-
period information 
column.

STEPSSCREEN VIEW

Display Actual Cost Line Items of Agency’s 
Cost Element for Retirement Expense
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Display Actual Cost Line Items of Agency’s 
Cost Element for Retirement Expense

24. To send this report to 
Excel, click on the 
Spreadsheet icon.

STEPSSCREEN VIEW

24
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25. This pop-up box 
should appear, click on 
Continue.

STEPSSCREEN VIEW

Display Actual Cost Line Items of Agency’s 
Cost Element for Retirement Expense

25
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Display Actual Cost Line Items of Agency’s 
Cost Element for Retirement Expense

26. Next, this pop-up box 
should appear.  Select 
Table.

27. Select Continue.  

STEPSSCREEN VIEW

27
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28. Finally, this pop-up 
box should appear. Select 
Continue.  This report will 
be sent to Excel.

STEPSSCREEN VIEW

Display Actual Cost Line Items of Agency’s 
Cost Element for Retirement Expense
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Glossary of Headings for 
Display revision information for posting document

• Start/FP: The OPM payroll pay period begin date.
• End/FP: The OPM payroll pay period end date.
• Pers.: The employee’s personnel number.
• Employee/app. name: The employee’s name.
• Cost C: The cost center the retirement expense is being paid from.
• Order: The internal order the retirement expense is being paid from.
• Acct: The general ledger account number.
• WageType Long Text: The name of the wage type that determines the payment to the retirement 

expense.
• Amount: The amount debited to the Retirement Expense account.
• PArea: The payroll area.
• Credit amnt: The amount credited to the Retirement Expense account.  There are two reasons for 

a credit amount:
– 1. An FI error correction has been processed (i.e. to correct the cost center information).
– 2. An HR master data correction has occurred (i.e. a retirement payment was made for an 

employee when the employee was not eligible.  Therefore, the Retirement Plan was deleted).
• Amount: The amount of the retirement expense.
• Document: The CO document number for the retirement expense.
• In-period: The OPM payroll pay period in which the retirement expense was paid.
• For-per: The OPM payroll pay period in which the retirement expense should have been paid.  This 

is the field that will reflect a retro-calculation for the pay period that the retirement expense should 
have been paid in.
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Chapter 4
Process Payments to APERS 
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THINGS TO KNOW

• Prior to processing payment in AASIS, the Agency MUST prepare and submit 
the APERS Purchase of Delinquent Service and Contributions for to APERS so 
that an accurate amount owed can be determined.

• The APERS Purchase of Delinquent Service should be returned to the agency 
with the employer matching amount due.  Verification of the delinquent service 
amount owed can be made with APERS Member Service – 682-7879

• The Agency Payroll Systems Management role must use transaction PA30 
(Maintain HR Master Data), Additional Payments Infotype 0015.  to process an 
employer matching one-time payment to APERS when an active employee’s 
should have been enrolled in APERS or ASPRS in the prior fiscal year. 

• This payment process can only be used for the prior fiscal year (i.e. current 
fiscal year 2005, prior fiscal year 2004).

• The Agency must certify funds in total for employer matching and interest 
amount owed.  The agency will need to retain a copy of the letter for Legislative 
Audit purposes.
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THINGS TO KNOW

• If the employee was terminated in the current fiscal year, payment is made 
through an Accounts Payable invoice.

• If the employee was terminated in the prior fiscal year, the agency must certify 
funds and appropriation in total for employer matching and interest amount 
owed.  Then, the agency must process payment through an Accounts Payable 
invoice as a prior year expenditure.

• The process for enrollment in a closed fiscal year of two or more years from the 
current fiscal year is under revision.  Please contact APERS for additional 
information.

• These payments are charged to commitment item 501:00:03.
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Demonstration

• Process Employer Matching Payment to APERS for Prior Year 
Delinquent Service

Human Resources > Personnel Management > Administration > 
HR Master Data > Maintain

(PA30)

Note: The role that have authorization to process this transaction is the 
Agency Payroll Systems Management 

PA30
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Process Employer Matching Payment to APERS for 
Prior Fiscal Year Delinquent Service

1a. Enter transaction code 
PA30 in the command field 
and press enter

-OR-
1b. Optional - Follow the 
menu path and double click 
on Maintain. 

STEPSSCREEN VIEW
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2. Enter the employee’s 
personnel number.

3a. Select the Additional 
Payments infotype. 

-OR-
3b. Optional - Enter the 
infotype number 0015 in 
the infotype field.

4. Select ‘Create’.

STEPSSCREEN VIEW

Process Employer Matching Payment to APERS for 
Prior Fiscal Year Delinquent Service
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Process Employer Matching Payment to APERS for 
Prior Fiscal Year Delinquent Service

5. Enter wage type 2686 “APERS 
Del Svc ER Match.”

For Arkansas State Police Trooper 
employees, use wage type 2692.

6. Enter the total employer 
delinquent service matching amount 
due.

APERS will provide the agency with the 
employer delinquent service matching 
amount due.

7. The end date of the current pay 
period will default.  Do not change!

Delinquent service matching payments 
created thru the Additional Payments 
infotype MUST always reflect the current 
pay period date.

8. Select ‘Enter’.
After you click enter, the message 

“Save your entries” should appear.

9. Select ‘Save’.

STEPSSCREEN VIEW
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THINGS TO KNOW

• Prior to processing payment in AASIS, the Agency MUST prepare and submit 
the APERS Purchase of Delinquent Service and Contributions form to APERS 
so that an accurate amount owed can be determined.

• The APERS Purchase of Delinquent Service should be returned to the agency 
with the employer interest amount due.  Verification of the delinquent service 
interest amount owed can be made with APERS Member Service – 682-7879.

• The Agency Payroll Systems Management role must use transaction PA30 
(Maintain HR Master Data), Additional Payments Infotype 0015 to process an 
active employer interest one-time payment to APERS for an active employee 
that should have been enrolled in APERS. 

• This payment process can only be used for current and/or prior fiscal year (i.e. 
current fiscal year 2007, prior fiscal year 2006).

• The agency must certify appropriation for commitment item 501:00:02 for the 
interest amount.  The agency will need to retain documentation for Legislative 
Audit purposes.
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THINGS TO KNOW

• If the employee was terminated in the current fiscal year, payment is made 
through an Accounts Payable invoice.

• If the employee was terminated in the prior fiscal year, the agency must certify 
funds and appropriation in total for employer matching and interest amount 
owed.  Then, the agency must process payment through an Accounts Payable 
invoice as a prior year expenditure.

• The process for enrollment in a closed fiscal year, of two or more years from the 
current fiscal year is under revision.  Please contact APERS for additional 
information.
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Demonstration

• Process Employer Interest Payment to APERS for Delinquent 
Service

Human Resources > Personnel Management > Administration > 
HR Master Data > Maintain

(PA30)

Note: The role that have authorization to process this transaction is the 
Agency Payroll Systems Management 

PA30
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Process Employer Interest Payment to APERS for 
Delinquent Service

1a. Enter transaction code
PA30 in the command field 
and press Enter

-OR-
1b. Optional - Follow the 
menu path and double click 
on Maintain. 

STEPSSCREEN VIEW
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2. Enter the employee’s 
personnel number.

3a. Select the Additional 
Payments infotype. 

-OR-
3b. Optional - Enter the 
infotype number 0015 in 
the infotype field.

4. Select ‘Create’.

STEPSSCREEN VIEW

Process Employer Interest Payment to APERS for 
Delinquent Service
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Process Employer Interest Payment to APERS for 
Delinquent Service

5. Enter wage type 2687 
“APERS Interest-Del Svc.”

For Arkansas State Police Trooper 
employees, use wage type 2693.

6. Enter the amount of interest.
APERS will provide the agency 

with the amount of interest due.

7. The end date of the current 
pay period will default. Do not 
change!

Delinquent service interest 
payments created thru the Additional 
Payments infotype MUST always 
reflect the current pay period date.

8. Select ‘Enter’.
After you click enter, the message 

“Save your entries” should appear.

9. Select ‘Save’.

STEPSSCREEN VIEW
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THINGS TO KNOW

• Prior to entering this transaction, the agency MUST prepare and submit the 
APERS Federal Veterans Re-employment Rights Military Service Credit form to 
APERS along with the employee’s discharge papers (Form DD214).  This is 
necessary so an accurate amount owed can be determined by APERS

• The Agency Payroll Systems Management role must use transaction PA30 
(Maintain HR Master Data), Additional Payments Infotype 0015 to make an 
employer one-time payment to APERS when the employee has returned from 
extended military leave without pay. 

• These payments are charged to commitment item 501:00:03.
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Demonstration

• Process Employer Matching Payment to APERS for Employee 
Returning From Extended Military LWOP

Human Resources > Personnel Management > Administration > 
HR Master Data > Maintain

(PA30)

The role that has authorization to process this transaction is the Agency/CLJ Payroll 
Systems Management.  

PA30
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Process Employer Matching Payment to APERS for 
Employee Returning from Extended Military LWOP

1a. Enter transaction code 
PA30 in the command field 
and press enter

-OR-
1b. Optional - Follow the 
menu path and double click 
on Maintain. 

STEPSSCREEN VIEW
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2. Enter the employee’s 
personnel number.

3a. Select the Additional 
Payments infotype. 

-OR-
3b. Optional - Enter the 
infotype number 0015 in 
the infotype field.

4. Select ‘Create’.

STEPSSCREEN VIEW

Process Employer Matching Payment to APERS for 
Employee Returning from Extended Military LWOP
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Process Employer Matching Payment to APERS for 
Employee Returning from Extended Military LWOP

5. Enter wage type 2685 for 
APERS Military ER Match.

For Arkansas State Police 
Trooper employees, use wage type 
2691.

6. Enter the total employer 
matching amount owed to 
APERS.

7. The end date of the current 
pay period will default.
Do not change!

Military employer matching 
payments created thru the Additional 
Payments infotype MUST always 
reflect the current pay period date.

8. Select ‘Enter’.
After you click enter, the message 

“Save your entries” should appear.

9. Select ‘Save’.

STEPSSCREEN VIEW
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